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Job Aid:
How to Search for and Read an
OPERATIONAL SERVICES DIVISION Active Statewide Contract

Please Note: You do not have to be logged in to perform this task. You do have to be logged in to track records
on your desktop.

Step Screenshot Directions

Select the Contracts tab.

If you are a BuySmart or
SmartBid subscriber, you
may use your login
credentials to access
Comm-PASS prior to
selecting the Contracts tab.

Camm.PASS Mome Pase Hews Atcters

> Procurement Lim O Operational Services Division 1050}
N ©3 Small Business Purchasing Program (SEPP)

© supphier Divenity Office (S00)

O uassbuy ExPO

> Frocuremes Trsw FOLLOW US ON TWITTER

> ammouncng TimeSawng About Comm PASS Advertting ‘About Quick Quote

Select the Browse All
Active Statewide
Contracts and Vendors
Link
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Job Aid:
How to Search for and Read an
OPERATIONAL SERVICES DIVISION Active Statewide Contract
Step Screenshot Directions
A Listing of all Active
Statewide Contracts will
Comm~PRSS = = (@SD®Massor appear. Column Headers

I Ty : allow you to sort the

i contract records. You can
‘ sort by document number

by selecting the column

header Document

Number.

Be sure to pay attention to
Last Changed date, this will
help you to recognize any
potential changes on the
language of the Contract
User Guide and timeline for
expiration for this contract.

To view the record you
must select the Eyeglass
icon in the View Contract
column for the desired
contract.

The Summary tab is the
first part of the Statewide
Contract record. Take note
of the Document Number
in the top left hand corner of
record. This will help to find
the Statewide Contract
more quickly in the future
and allow you to track this
record on your desktop by
- selecting the Track
Contract on My Desktop
Link in the top right hand
""""" corner of the record (if you
e are logged in as a SmartBid
subscriber).

Comm-PASS

ices & Supplies | SUPPLIES Cleaning
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Step Screenshot Directions
Select the Rules tab.

This is where you will find

. the rules and regulations
Camm-~PRSS o @SD@ g

R Tecicricis IR e o ciacoer o s s s coes related to this contract:
e Calendar Rule —

Provides
information
regarding
s 308 1 esigated 2 Stenios by 1 OpaRanSaces Dhion o s responding prior to
the close date
(open enroliment).

e Applicable
Procurement Law —

Displays which
Procurement Law
this Solicitation is
following.

e Contract Renewals

Select the Issuer(s) tab.

This tabs shows Eligible

Entities that are allowed to

utilize this contract as well
4 as Issuer Contact

s> B o > BHCL> Information.

Issuer(s)

Comm-PRSS e @SD @

Document umber: FACSS  1550u6d By: Operational Servicss Iivision | Infrastrcture and Support Procurements

L R e — Note: Buyers should read
This i3 3 stabewide procurament opan for use by 3ll igitle public enies within e Commonwealth of Mass achusefls, Uniess ofenwise noted. including the Contract User GUIde
before contacting the
Issuer. Many times,
information is provided in
the language of both the
Contract User Guide
(located on the Forms &
Terms tab) and the RFR
that may answer questions.
When contacting the Issuer,
remember to reference the
Statewide Contract
document number in your
communication.

9501

Contact nformation
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How to Search for and Read an
OPERATIONAL SERVICES DIVISION Active Statewide Contract

Step Screenshot Directions

Select the Forms & Terms
tab.
This tab allows the buyer to
see the forms that may be
required when purchasing
oo coors [oucranon s o , from the contract.
_— Action — Yes/No instructs
; whether or not an action is
required for the document.
Action Description —
provides the buyer with a
description of what action is
needed.
View — the Eyeglass icon
allows you to view the
document

Comm-~PASS

Select the documents and
then select Download
Selected Files to save the
documents to another
location.

BN ooes e v Open the document by
- “ere ——— - e — .. selecting the Eyeglass icon.
W) e Y St Select Open to view the

e e e document.
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How to Search for and Read an

OPERATIONAL SERVICES DIVISION Active Statewide Contract

Step

Screenshot Directions

Read the details of the
Contract User Guide to
understand how to
purchase from the
Statewide Contract.
Included in the document
are: important details
regarding contract
specifications, eligible
entities, special instructions
and/or restrictions, vendor
information, categories and
zone/district details.

h-low to Use the Green Cleaning Products, Programs,
Equipment and Supplies Statewide Contract

O EPP Contract

Contract Duration: 08/01/2012 to 07/31/2013
Options to Renew: Annually through 7/31/2014

Marcia Deegler 617-720-3356 marcia deegler@state ma us
EPP, SBPP and SDO

Contract # FAC59
MMARS # FAC39
Contract Manager:

This contract contains:

Contract Summary

This is a statewide contract for green cleaning products, programs, equipment and supplies, including green
cleaning technologies. This is a multi-state contract available to Connecticut, New Hampshire, New York,
and Vermont in cooperation with the lead state of Massachusetts. (The states of Rhode Island and Maine are
also eligible to join).

A key element in the award of this contract is that virtually all the green chemicals included under this
contract are required to be “Independently Third-Party Certified:” which means that the environmental claims
as well as the product performance have been tested and certified by an established and legitimate,
nationally-recognized certification program. This also means that contract users do not have to analyze
technical data and they can be assured that the product will perform well. (The only chemicals without such
certification are the disinfectants and various sanitizers, forwhich no certification is available).

Contract User Guides are
issued upon release of

1 Cleaning Chemicals - all purpose, restroom, glass, carpet, hand soap / sanitizers, floor
care systems, appliance, degreasers, urinal blocks, odor contral

chemical scrubbing pads, and more

1 Janitorial Paper Products

1 Trash.(‘an Llr!ers—p\asllcwwlh recycled content and biodegradable the actlve Contract and n

1 Cleaning Equipment — Vacuums, scrubbers, extractors, sweepers and more

T [ Entryway Wats the event that there are

1 Disil and Surface Sanitizers

1 Green Cleaning Program — All Category 1 vendors offer a program to help agencies and Changes made to the
departments transition to green cleaning products: it includes such services as a FREE . y
facility assessment, Standard operating procedures, training on disinfection, trackingand co ntraCt . It IS th e B Uyel' S
recoding your cleaning, a communication strategy and more. I

2 Cleaning Supplies - such as microfiber cloths and mops, energy efficient hand dryers, non- reSpOﬂSIblllty tO read the

Contract User Guide in its

2 Innovative Technologies — Energy efficient clean air technology, steam vapor cleaning
COMING in late 2012 to the contract —Laundry and dishwashing products

entirety to avoid misuse
of the contract.

Select the Vendor(s) tab.
% Vendors are listed in order
L] .
according to the programs
that they participate in.
Programs — these icons will
identify the programs a

Home > Browse Conacls > SWCLisi>

Vendor(s)
Document Number: FACSS Issued By: Operationsi Services Division | Infrastructure and Support Procarements
Summary  Bules lssuerls)

. - - Vendor participates in.
e Hover over the image for a
. . .. description.

10 e I » o Lomments - provide &
s " . description of vendor
e ... . details, areas of service,

; o - category of services,

. S = - . . regions, or special
- = “ ° instructions/restrictions
e Active — Yes/No indicates
—— . © . Vendor status

dispiaying 50 recoras per page. CNange display 10 5, 10 15 251800z per page.

Select the Eyeglass icon to
view Vendor details.
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Job Aid:
How to Search for and Read an

OPERATIONAL SERVICES DIVISION Active Statewide Contract

Step Screenshot
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Vendor Documents.

tonal page using the number o NestlLast hyperiinks, then use e file View or Downl

e ‘Domnizad Fies Seeced on s

2 e found, displaying ail tems.

upiosa putg Desument Descrgen
0312013 Price File 20122013

0anaz00s Green Program
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Directions

Vendor information and
detailed comments are
displayed.

Select the Eyeglass icon to
view the document for
pricing structure, item
listings, prevailing wage
rates, flat rates, or other
vendor-specific details that
are associated with the
negotiated terms and
conditions of the contract.
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Select Open to view or you
can save to another
location.

Read the Contract User
Guide for guidance on how
to use the contract. Some
require multiple quotes from
vendors on the Vendor(s)
tab. Beforehand, you can
search through the vendor
details to get an idea of
pricing structures as well as
goods and services offered
by a vendor.

Operational Services Division
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